
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and yistory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. , I '  

1. Agency Address 

Department of 'Public Safety 
Driver Improvement Section 

,pplication Numkr 959 E. Confederate Avenue' 
Atlanta, Georgia 30371 

- ~ - ~ -  

1 FPR, RECORDS - MANAGEMENT USE 

87-47 
Applktion Number 1 ___ I Date Received Date ComDleted 

-~ ._ ~~~~ ~ 

~. 
~~ 

__ . ~- ~ _ _ _  ~ -~ 
~~ ___~ ~~ 

I. Person to Contact Working Title Telephone. Number 

656-6075 
~~~ ~~~ ~ 

~~ 

Supervisor, Administrative Services 
~~~ ~ 

- Captain . R. D. Harper - ~~~~ . . 

I. Action Requested 
a. 
b. 
c. 0 AmenLApplMtion No. 3~ Check One: 0 Change; .O Supercede; OJoid_ 

W Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

5. Reobrds Se&s Title (followed by title used in office; if different) 

Presen t  Class Rosters for Driver Improvement . ~~~ .~ Schools ~ _ _ _ _ ~ ~ ,  ~ _ _ ~ ~  
What i s  the function of~the Division and the.0ffice in which this record series i s  created? 

Under Ga. Code 40-5-80, the Driver Improvement Section is responsible for the 
administration and operation of State approved clinics. Administratively, its 
function is to provide the licensing of instructors and clinics under the rules 
and regulations of the Department. Additionally, this section provides the forms 
and curriculum to be used for this purpose. The operation of the clinics are 
inspected and monitored as for compliance to the policies established by the 
Department. 

7 1. Dates of Series 
Iarl iest Latest 

1978 
i. Division and Office Function 

__ _ _  __ 
r. Record Series Description This f i l e  contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. ~ 

b m r m t s  relating to: completibn of a Driver Improvement course . ,I. 

Included are: Alcohol Class ~oster'' l i s t i n g  c l a s s  a t t e n d e e s ,  t h e f r  c e r t i f i c a t  II 

number, d a t e  o f  Girth,  l i c e n s e  number, a n d  f e e ;  a n d  c i t i n a  
c l i n i c  number, i n s t r u c t o r ' s  number, d a t e  c l a s s  s t a r t e d  a n d  
ended, a n d  s i g n a t u r e  o f  c l i n i c  owner o r  i n s t r u c t o r .  

isarranged:by clinic numbers assigned by DPS 
--____ _ _  - -_ __- 

3. Monthly Reference Rate How often are records referred to which are: 

One to six months old _1L---; Seven to twelve months old 10 ; Thirteen to twenty-four months old 7; 
twenty-fiGe months and older __  2 ---? 

_I____ - 
).Annual Rate of Accumulation of Records 

Letter-size drawers ; Legakize drawers --, * Shelves 2--; Other (specify) ~ ~ ~~~ . -, 
R-50-71; Rsv. 76 (Over) 



- 

- X 

X 

< 
. . I  . : 

- ~~~~ __ - .- ~~ ~- __~__ -. - ~ 

12. Approvexsposition Instructions This agency recommends that the i ie  series be cut off a t  the end of each: 
Calendar Year; 0 Fiscal Year; 0 Other - . then, . . .  

i ,i 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. ,. I . _.State_Privacy Art ;~--- -~ 

X c. I s  this a vital record? ~ ~ - - ~~~~~ I .  

X 

X 

! 
- - d. Does this series have historical or ~~~ l o g  _ teim ~ ~~ research value? 

~ 

e. When one or two documents in the file make it necessary to keephe entire f i le for a long period. could these 
. ..~ - documents be scheduled separately?- __ ~ __ 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 
If ved attach COPY. , .  ~~~~ ~~~ - -. 

h. Is there a duplication,of this series in your office, or in another office or agency? 

--x_ 
' ' 
X 

Is the informati~~ntainedn~hhirseries ever Dublishe&lfyes.aach my, . . .- 
- ~ 

~~~ If yes,vJhere?' Individual clinics   must maintainropies. . ~ .~ 

 old in the current files area - 
0 Transfer to local holding area; hold - 
0 Transfer to State Records Center; hold __ 
[B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-month(s) - 2-- year(s); then 
-year(s); then 

year(s1; then 

- X 
X 

~Approved: 
Majdr'H. H. Clark 

- 

. -  . .  . . .  

__ ~~ ~~~ ~ i . l r t h i r r e r i e L l o r ~ m ~ w f i o n  of it) regularbicmfilmed?. 
L Dwst he r e c o r b r e r i l t i n a u t  er ixtntout ? ~- . - 

. .  

These instructions apply to a l l  prior and future accumulations of the series. 

~ ~ ~~ - 

(Signature) ~~ ~ ~ ~ Date 

Recommendations in para- 
jraph 12 are approved. 
flf disapproved, attach letter 
,f explanation.) retary of StatelDes 

tate Auditor/Des ______-_ 

, 


